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COVID-19 Company Policy

Policy brief & purpose

This company policy includes the measures we are actively taking to mitigate the spread of coronavirus.
You are kindly requested to follow all these rules diligently, to sustain a healthy and safe workplace in
this unique environment. It's important that we all respond responsibly and transparently to these
health precautions. We assure you that we will always treat your private health and personal data with
high confidentiality and sensitivity.

This coronavirus (COVID-19) company policy is susceptible to changes with the introduction of
additional governmental guidelines. If so, we will update you as soon as possible by email or letter.

Scope

This coronavirus policy applies to all of our employees who physically work in our offices and factory
floor. We strongly recommend to our remote working personnel to read through this action plan as well,
to ensure we collectively and uniformly respond to this challenge.

Policy elements

Here, we outline the required actions employees should take to protect themselves and their co-
workers from a potential coronavirus infection.

Sickness/symptoms

If anyone becomes unwell with a new, continuous cough, a high temperature or a loss or change to
their sense of smell or taste in the business or workplace they should be advised to follow the
Government's stay at home guidance for households with possible coronavirus (COVID-19) infection
(https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance).

Self-Isolation

If you have symptoms of COVID-19 however mild, self-isolate for at least 10 days from when your
symptoms started. You should arrange to have a test to see if you have COVID-19 — go to testing to
arrange. Do not go to a GP surgery, pharmacy or hospital.

If you are not experiencing symptoms but have tested positive for COVID-19, you must self-isolate for
at least 10 days, starting from the day the test was taken. If you develop symptoms during this
isolation period, restart your 10-day isolation from the day you developed symptoms.

You could be fined if you do not stay at home and self-isolate following a positive test result for COVID-
19 or if you are contacted by NHS Test and Trace and instructed to self-isolate.

After 10 days, if you still have a temperature you should continue to self-isolate and seek medical
advice. You do not need to self-isolate after 10 days if you only have a cough or loss of sense of smell
or taste, as these symptoms can last for several weeks after the infection has gone.
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If an employee, needs clinical advice, they should go to NHS 111 online, or call 111 if they don’t have
internet access. In an emergency, they should call 999 if they are seriously ill or injured or their life is at
risk. They should not visit the GP, pharmacy, urgent care centre or a hospital.

Should an employee receive confirmation from either the phone application or by mail that they have
tested positive for COVID--19, they should go home immediately by the most direct route, leave by
the nearest door including fire exits, and must not deviate from their most direct route home.

When at home, the employee should isolate for at least 10 days and anyone in their household should
self-isolate for 10 days from when the employee started having symptoms. The employee should
immediately order a test via www.nhs.uk/coronavirus or call 119 if they have no internet access. If this
test is positive, they must follow the Government's test and trace service guidelines.

If a member of staff has helped someone who was taken unwell with a new, continuous cough, a high
temperature or a loss or change to their sense of smell or taste, they do not need to go home unless
they develop symptoms themselves. They should wash their hands thoroughly for 20 seconds after any
contact with someone who is unwell with symptoms consistent with coronavirus (COVID-19) infection.

If an employee finds themselves coughing/sneezing on a regular basis, they should avoid close
physical contact with their co-workers and take extra precautionary measures (such as requesting
sick leave).

If the member of staff lives in a household where someone else is unwell with symptoms of
coronavirus (COVID-19) then they must stay at home in line with the stay at home guidance.
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Nick Kennedy
Managing Director
Oakenwoods Group Ltd
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